Department of Fiscal Regulations - Nov 30th, 1961 by Prairie View A&M University
Prairie View A&M University 
Digital Commons @PVAMU 
Fiscal Budget and Data Processing Report Academic Affairs Collections 
11-30-1961 
Department of Fiscal Regulations - Nov 30th, 1961 
Prairie View A&M University 
Follow this and additional works at: https://digitalcommons.pvamu.edu/fiscal-and-data-processing-report 
Recommended Citation 
Prairie View A&M University, "Department of Fiscal Regulations - Nov 30th, 1961" (1961). Fiscal Budget 
and Data Processing Report. 3. 
https://digitalcommons.pvamu.edu/fiscal-and-data-processing-report/3 
This Book is brought to you for free and open access by the Academic Affairs Collections at Digital Commons 
@PVAMU. It has been accepted for inclusion in Fiscal Budget and Data Processing Report by an authorized 




PRAIRIE VIEW A. AND M. COLLEGE OF TEXAS 
A Part of 
The Texas Agricultural and Mechanical College System 
Approved by 
E. B. Evans, President 
Prairie View A. and M. College 
and 
W. C. Freeman, Comptroller 
Texas Ac and M. College System 
CONTENTS 
INTRODUCTION 
Number Sub.ject Matter 
62-1 Cash Receipts and Deposits 
62-2 Budgets 
62-3 Purchasing 
62-4 Personnel Action Forms (Form 500) 
62-5 Payroll Vouchers 
62-6 Travel 
62«7 Teaching and Research Grants 
62-8 Leave and Holidays 
INTRODUCTION 
Purpose 
The Fiscal Regulations set forth herein are those currently in effect 
with which individual college departments are most concerned or affected by in 
day to day operations. These regulations aire derived from Fiscal Regulations 
of the Texas Agricultural and Mechanical College System, and are in further 
compliance with Section 19 Article IV, Senate Bill No. 1, 57th legislature, 
1st Called Session. 
Fiscal Responsibility 
The President of the College is responsible to the Board of Directors 
for the efficient administration of the Prairie View A. and M. College. The 
President looks to the Business Manager to actually conduct the fiscal affairs 
of the College in accordance with the Board's directives, the approved budget, 
State and Federal statutes, and System Fiscal Regulations. Deans and Beads 
of Departments are expected to cooperate fully with the Business Manager in 
carrying out this responsibility. 
Numbering Sequence 
The individual regulations included herein are so numbered and desig­
nated as to permit: 
1. Ready reference by number in correspondence or conversations 
concerning the subject matter of a specific regulation. 
2. Ready revision of any specific regulation as may be required 
by changing conditions. 
The numbering scheme in effect for these departmental Fiscal Regula­




and so forth 
The prefix "62" indicates the fiscal year in which initially issued 
or revised. The numbers following are sequential numbers assigned to subject 
matter areas, as indicated in the Table of Contents. 
Revisions will be issued from time to time as necessary. If a par­
ticular regulation is completely revised, the prefix will indicate the fiscal 
year in which the revision is issued "62", "63", "6V, etc. If a regulation 
is modified or amended only, rather than being completely rewritten, the 
identifying subject matter number will receive a decimal suffix number to 
indicate the particular modification. Thus, if inclosed regulation number 
62-1 - Budgets, was amended for the first time in November, 1962, (Fiscal Year 
1963), the number of the amendment would be 62-1. 1. If however, this regula­
tion were completely revised as of that date, it would be re-numbered 63-I. 
In the event any items of a fiscal nature are not covered by the 
Regulations as issued, the Business Manager and staff of the Fiscal Depart­
ment will be happy to advise departments on such items as the occasion may 
require. If any of the specific Regulations are not clear, please request 
further explanation. 
PRAIRIE VIEW AGRICULTURAL AMD MECHANICAL COLLEGE 
November 30, 1961 
Departmental Fiscal Regulation 
Number: 62-1 
Subject: CASH RECEIPTS AMD DEPOSITS 
Those departments which In the course of operations receive funds for 
fees, sales of merchandise, or other items are governed by the following require­
ments : 
1. An official receipt, on forms approved by and obtained from the 
Fiscal Department, must be issued to each student or other payer 
for each and every payment of fees or other charges and to each 
purchaser for each and every cash sale. Those auxiliary enter­
prises with approved cash registers are not subject to this 
requirement for routine sales of merchandise over the counter. 
Other items of sales or collections are subject to this require­
ment. 
2. The above receipts must be issued and signed by the employee 
collecting the fees or charges or making the cash sale. 
3. The official receipts must show the name of the student or 
purchaser, and the complete detail of the fees paid, charges 
made or items sold. 
U. The original of the cash receipt must be given to the student 
or purchaser, the duplicate (pink copy) used to support your 
remittance to the Fiscal Department of the cash collected, and 
the triplicate (yellow copy) should remain in the receipt book, 
to be maintained in numerical sequence. 
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5. In the case of cancelled or voided receipts, all copies should 
he clearly marked "void", indicating the reason therefor. The 
original and duplicate copies should he submitted to the Fiscal 
Department in regular numerical sequence. All receipt numbers 
must he accounted for. Care should he taken in the writing of 
receipts to avoid the necessity of voiding and re-writing 
receipts. 
6. All funds collected must he deposited promptly in the Fiscal 
Department by use of the departmental hill form (or other 
form of transmittal as may he approved by the Business 
Manager). There is no authority for any department to use 
fees or other charges collected for any purpose whatsoever 
other than for deposit in the Fiscal Department. Credit 
cannot he allowed for cash paid out of such proceeds. 
Deposits will normally he made in the Fiscal Office daily. 
For departments other than Educational and General deposits 
may he made less often, hut at least every four days, if the 
amount on hand to he deposited is less than $25.00. 
PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
November 30* 19&1 
Departmental Fiscal Regulation 
Number: 62-2 
Subject: BUDGETS 
1. Preparation and Submission. The Head of each Department will 
prepare an annual budget request for each account administered by him in ac­
cordance with general policies issued by and at the time designated by the 
President. The budget requests will be prepared on forms and in accordance 
with specific instructions issued by the Business Manager. The System forms 
presently in use for preparation of and explanation of budget recommendations 
are: 
Form No. 900 - Budget Request 
Form No. 902 - Explanation of Budget Request - Personal Services 
Form No. 90^ - Explanation of Budget Request - Other Expenses 
Form No. 906 - Explanation of Budget Request - Capital Outlay 
Form No. 908 - Annual Income Budget Estimate 
Form No. 910 - Continuation Sheet 
All Budget Requests will be submitted through the regular channels 
of authorization. Since obligations may be incurred and disbursements made 
only as authorized by the approved budget, careful consideration should be 
given to all details in the preparation of the budget request. 
2. Approved Budgets. Budget recommendations are reviewed through the 
regular administrative channels. Cn the basis of these reviews, subject to the 
overall program goals of the College and to the funds available, the President 
will present recommendations to the Beard of Directors through the Chancellor 
of the Texas A. and M. College System. 
- 2 -
Heads of Departments will be furnished copies of annual departmental 
budgets as finally approved by the President, the Chancellor, and the Board. 
3. Budget Adjustments. Although budget requests are expected to 
be prepared and presented in such manner as to hold to a minimum the neces­
sity for adjustments to the approved budget, changing conditions will 
occasionally require such adjustments. Adjustments should be requested on 
the official Fiscal Request form which may be obtained from the Fiscal Depart­
ment, and should be submitted in quadruplicate by the Head of the Department 
concerned through regular administrative channels. Adequate reasons for the 
request should be indicated. Any request for a transfer from the capital 
outlay category should explain what approved item of equipment will not be 
purchased and why. 
The Business Manager will originate any budget adjustment necessary 
because of unused budgeted salary amounts, and will prepare any additional 
budget adjustment requests necessary. 
k. Budgetary Accountability. All departments are expected to operate 
within their approved budgets. It is_ a direct responsibility of the head of the 
department to see that no charges are incurred nor orders placed which will 
create overdrafts within budgeted funds either in total or by the budget 
categories of Salaries, Wages, Other Enqjenses, and Capital Outlay. To assist 
each department in record keeping and administration of its budget, the follow­
ing two statements will be furnished by the Fiscal Department shortly after 
the close of each month. 
(l) System Form Mb. 920 - Departmental Appropriation 




(2) System Form No. 92k - Departmental Appropriation 
Ledger BUDGET CONTROL STATE­
MENT 
A detailed explanation of Budgetary Accounting procedures has pre­
viously been furnished to each department. 
PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
November 30* 19^1 
Departmental Fiscal Regulation 
Number: 62-3 
Subject: Purchasing 
A. Authority to Obligate Funds 
1. The College Purchasing Agent, under the direction of the 
Business Manager, has the sole authority to obligate funds 
of the College. 
2. The College can assume no liability for payment of obligations 
except those incurred through the established procedure. 
B. Departmental Requirements for Supplies and Equipment 
1. Requisitions 
Separate requisitions should be made by department heads to 
the Purchasing Agent for: 
a. State Contract items to be purchased through the Printing 
Division of the State Board of Control. 
b. State contract items to be purchased through the Purchas­
ing Division of the State Board of Control. 
c. Items to be purchased in the open market by competitive 
bids or otherwise. 
2. Except for certain self-supporting departments and enterprises, 
purchases must be made by the Purchasing Agent through the 
State Board of Control. 
3. For purchases not made through the State Board of Control, 
the Purchasing Agent is governed by the following: 
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a. All purchases shall, whenever possible, be based on at 
least 3 competitive bids. 
b. Bids may be solicited by either: 
(1) Newspaper advertising 
(2) Direct mail request 
(3) Telephone or Telegraph 
c. Purchases will be awarded to the lowest and best bidder 
in accordance with provisions of the State Law. 
If. Inasmuch as all purchases for Educational and General depart­
ments (administrative, instructional, library, maintenance 
of physical plant, and so forth) must be made through the 
Board of Control or in accordance with its regulations, 
departmental purchases may not be made from the College 
Exchange Store or other auxiliary enterprises that do not 
always purchase through the Board of Control. 
5. The Fiscal Department maintains a small quantity of commonly 
used office supply items, which it may, upon inquiry, be 
able to supply to departments on an emergency basis. Such 
items will be billed on an interdepartmental bill. 
6. It is the responsibility of the Fiscal Department to review 
departmental requisitions to determine: 
a. That the department has no unadjusted budgetary over­
draft from the previous month, and that funds are 
otherwise available. 
b. That the items requisitioned are in accordance with the 
approved budget. 
c. That the proposed expenditure of funds not only complies 
with requirements of (a) and (b), but is also in the 
best interest of the College as a whole and is otherwise 
in accordance with College and State policies. 
If necessary, the Fiscal Department may request further writ­
ten explanation or justifications for unusual items prior to 
approving the requisition. 
7. The department will receive copies of any purchase orders 
issued for items requisitioned. 
Contacts with State Board of Control and Vendors 
All contacts, whether oral or written, with the State Eoard 
of Control and with vendors are to be handled through the Purchas­
ing Agent unless written authorization is obtained to do otherwise. 
In such case, the Purchasing Agent should receive copies of all 
communications with vendors. 
The sole exception to the above is the requirement that 
departments are responsible for obtaining invoices or vouchers 
in proper form from the vendors, once goods or services have 
been received. The Purchasing Agent should receive a copy of 
any letters on this matter, which letter should identify the 
items in question by purchase order number and vendor's ref­
erence, if any, 
PRAIRIE VIEW AGRICULTURAL AMD MECHANICAL COLLEGE 
November 30, 1961 
Departmental Fiscal Regulation 
Number: 62-k 
Subject: PERSONNEL ACTION FORMS (Form 500 ) 
1. System Form 500 is the official form which is used to appoint all 
employees to positions except those filled by student labor. The 
purpose of this form is to record in a uniform manner all condi­
tions, actions, and changes of employment for each employee from 
time of appointment through time of separation. 
2. Detailed instructions for the preparation of the System Form 500 
are contained in a Manual provided for this purpose. These forms 
should be prepared in six (6) copies and submitted to the Fiscal 
Office. All copies should bear approval of the appropriate heads 
of departments or deans. They are checked for correctness here 
and transmitted to the President's Office for approval. The final 
distribution is as follows: 
Original President's Office 
2 Copies Fiscal Office 
1 Copy Dean or Department Head 
1 Copy Employee (through Dean) 
1 Copy System Personnel Officer 
3. The following employment forms should accompany the System Form 
500 when it covers an initial employment or re-employment. 
1) Employee's Affidavit 
2) Form W-U 
3) Military Service Record 
if) Form Ins. 8 (Workmen's Compensation) 
if applicable 
5) Social Security Application or Number 
4. All the employment forms listed in (3) above are necessary before 
payrolls can be processed and checks or warrants issued. If the 
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above forms are not received at the time the Form 500 and/or the 
payrolls are submitted, the name of the person involved will be 
deleted from the payroll. In these cases it will be necessary 
to submit a supplementary payroll. 
1 
PRAIRIE VIEW AGRICULTURAL AM) MECHANICAL COLLEGE 
November 30> 19^1 
Departmental Fiscal Regulation 
Number: 62-5 
Subject: PAYROLL VOUCHERS 
1. Regular Monthly (Budget) Salaried Employees 
A. Appropriation 
This payroll is prepared in the Fiscal Office from the 
approved budget as modified by any subsequent person­
nel actions (Forms 500). 
B. Local 
These payrolls are prepared in the departments where 
the employees work, approved by the Department Head 
concerned, and submitted to the Fiscal Office by the 
10th of each month. 
2. Hourly (Wage) Employees Paid on either a Monthly or Weekly Basis 
A. Monthly Basis 
Payrolls drawn against appropriated funds should be 
approved by the Department Head and sent to the 
Fiscal Office by the 15th of each month. Payrolls 
to be paid from local funds should be in the Fiscal 
Office by the 25th of each month. 
B. Weekly Basis 
All weekly payrolls are due in the Fiscal Office by 
10:00 A.M. each Thursday. The payroll period is 
Thursday through Wednesday inclusive. 
Student Payrolls 
A. Monthly (fixed amount "by the month) 
The payrolls of students who are paid a predetermined 
amount each month (for a predetermined amount of work) 
should be in the Student Employment Office by the 8th 
of each month since the due date in the Fiscal Office 
is the 10th of the month. 
B. Hourly 
The payrolls of students who are paid on an hourly-rate 
basis are due in the Student Employment Office on the 
l8th of the month and should be in the Fiscal Office by 
the 20th of each month. 
Payroll Responsibilities of Deans and Heads of Departments 
A. It is the responsibility of the Dean and/or Head of the 
Department concerned to approve all payroll vouchers sub­
mitted and the validity of the information thereon. 
B. Prompt submission of payrolls and of personnel forms is a 
further responsibility, with strict adherence to the above 
schedules. Otherwise payroll checks or warrants for all 
employees may be delayed due to the delay in processing 
payrolls. 
PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
November 30, 1961 
Departmental Fiscal Regulation 
Number: 62-6 
Subject: TRAVEL 
System Travel regulations are covered by System Administrative Memo­
randum 55-30, revised as of September 1, of each odd year to comply with the 
State Appropriation Bill for that biennium. Each department head and each 
individual traveling regularly should be thoroughly familiar with these travel 
regulations. A copy of the current travel regulations has been furnished to 
each department head and additional copies are available if required. If re­
visions are necessary for future bienniums, revised travel regulations will be 
issued and distributed to all departments. Important excerpts from the travel 
regulations and requirements for submitting travel vouchers are set forth 
below: 
A. Excerpts from Travel Regulations 
1. Travel may be performed only on State's business as defined 
by the "Official Travel Regulations." 
2. Travel may be performed only after prior written approval of 
the President. This approval shall be submitted on the offi­
cial travel request form and a full explanation of the purpose 
of the travel shall be indicated thereon. Any contemplated 
travel outside the continental limits of the United States 
must be approved in advance not only by the President, but 
also by the Governor or the State of Texas. 
3. The per diem allowance or partial per diem for meals shall be 
calculated as set forth in the "Official Travel Regu-lations." 
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Athletic Department travel shall he in accordance with the 
"Official Travel Regulations." Coaches and sponsors are 
particularly responsible for being familiar with these regu­
lations . 
5. Paid receipts must be obtained for bus, taxi and limousine in 
amounts exceeding $2.50 and for all other public transportation. 
6. No claim may be submitted for dues, registration fees or any 
other expense incurred in joining any organizations unless 
the membership is in the name of the State of Texas. (This 
is a requirement of the State Legislature.) 
7. When an employee of the College engages in travel for which 
he is to be reimbursed from any funds other than College 
funds, he shall not submit a claim to the College. 
B. Travel Vouchers 
1. Travel vouchers shall be prepared in quadruplicate and so sub­
mitted on the official travel voucher form which may be obtained 
from the Fiscal Department. 
2. This voucher should be completely filled out, signed by the 
person performing the travel, and approved by the head of 
the department before submission to the Fiscal Department. 
When a person is not familiar with the manner in which the 
voucher should be completed, he should check with the Fiscal 
Department. 
3„ Those travel vouchers amounting to more than $50.00 must be 
sworn to before a notary public. 
k. The State Comptroller has ruled that "no travel expense can 
be presented for payment until after the month in which it 
occurred has expired." This office desires to pay travel 
claims as promptly as possible, therefore, it is requested 
that all claims for the previous month be submitted in the 
first week of the following month. 
THE ABOVE EXCERPTS COVER ONLY A PORTION OF THE "OFFICIAL TRAVEL 
REGULATIONS" AND THE REQUIREMENTS FOR SUBMITTING TRAVEL VOUCHERS. IT IS 
THE RESPONSIBILITY OF EACH EMPLOYEE TRAVELING AND EACH DEPARTMENT HEAD 
TO BE FULLY FAMILIAR WITH THE "OFFICIAL TRAVEL REGULATIONS." FISCAL DE­
PARTMENT PERSONNEL STAND READY TO ASSIST ALL CONCERNED IN THE PROPER 
PREPARATION OF TRAVEL VOUCHERS. 
PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
November 30, 19^1 
Departmental Fiscal Regulation 
Number: 62-7 
Subject: TEACHING AND RESEARCH GRANTS 
PROPOSALS 
Proposals for teaching and research grants, whether to an agency of 
the Federal government such as the National Science Foundation or the Depart­
ment of Health, Education and Welfare, or to other public or private agencies, 
will be subject to the following: 
A. Proposals, in draft form, will be reviewed by the Dean of the 
School in which the proposals originates, the President, and 
the Business Manager. A copy of the instructions or rules and 
regulations governing the submission of the specific proposal 
shall accompany each proposal for this review. 
E„ Proposals must be approved by all the aforementioned offices 
before submission to the sponsoring agency. In addition, 
certain proposals may be submitted further to the System 
Comptroller's Office for further review and approval. 
Adequate time (at least two weeks) for the aforementioned 
channels of review must be allowed. 
C. The budget section of any such proposals shall include the 
following: 
1. Maximum amounts available for indirect costs. 
2. Provision for the costs of Staff Benefits (OASI Matching 
and Workmen's Compensation Insurance). 
- 2 -
3. For teaching grants, provisions must he made for payment of 




When notification of grant award is received by the Principal 
Investigator for a research grant or the Director for a teaching 
program or institute, it is the responsibility of that individ­
ual to furnish to the Business Manager a copy of the budget 
document received in support of the actual funds granted, to­
gether with a proposed operating budget as to how the grant 
funds will actually be expended. 
This is necessary for proper fiscal review of expenditures 
even though considerable leeway may be permitted by the grant­
ing agencies in the administration and expenditure of the grant 
funds. 
3. Expenditures 
Insofar as possible, both the actual operating budget and 
the actual expenditures should comply with the approved budget 
on which the grant is based. If deviations as authorized by 
the grantor are necessary for the good of the program, care 
must be taken: 
1. To stay within grant funds, both in total and in restricted 
categories. 
2. To comply with State, System and College regulations. 
3. To provide for payment of required tuition fees and other 
charges, including reimbursement to the College for indi­
rect costs. The tuition fees for courses for which resident 
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credit is allowed must "be deposited with the State Treasurer. 
For NSF Grants, this will require offsetting expenditures 
for the benefit of the program from other College funds. 
Since there are limitations as to expenditures from such 
funds, the Business Manager must be fully aware of all plan­
ned expenditures. 
C. Financial Reporting 
It is the responsibility of the Principal Investigator or 
program Director to prepare the initial rough draft of any re­
quired financial reports. These rough drafts will be submitted 
to the Business Manager for checking and preparation of the final 
report. 
Financial reports should be made as soon as possible after 
the termination of the program. Generally 60 to 90 days should 
suffice to see that all obligations are paid and to prepare the 
report. Instructions for NSF teaching grants provide that such 
reports be submitted at least within 6 months of the close of 
the program. However, the Foundation always requests that such 
reports be made as soon as feasible. The Foundation's basic 
instructions for the administration of both research and teach­
ing grants provide as follows: 
"The final fiscal report should be forwarded to the 
Foundation as soon as possible after the work under the 
grant has been completed." 
PRAIRIE VIEW AGRICULTURAL AM) MECHANICAL COLLEGE 
November 30, 19^1 
Departmental Fiscal Regulation 
Number: 62-8 
Subject: LEAVE AND HOLIDAYS 
A. Vacation (Annual Leave) and Holidays 
Vacation 
For all full time twelve (12) months' employees, the vacation 
policies of the Prairie View A. and M. College conform to the pro­
visions of the current Appropriation Bill which provides: 
"...A vacation that is equivalent to not more than one normal work­
ing day for each month of service, not to exceed a total vacation 
of two normal work weeks in any one fiscal year. 
"Annual employees with fifteen (15) or more years of contin­
uous employment with the State shall be entitled to two normal 
weeks plus three (3) additional normal working days of vacation 
in any one fiscal year. 
"Total accumulated leave to any employee may never exceed the 
equivalent of his earned vacation entitlement for the preceding 
two year period. No employee shall be allowed any paid vacation 
entitlement until he has had continuous employment with the State 
for six (6) months, 
"In computing vacation time taken, time during which any em­
ployee is excused from work because of holidays, shall not be 
charged against the employee's vacation." 
Application of the above provisions to the Prairie View A. and M. 
College's vacation policy results in the following: 
1, For employees with less than 15 years continuous employment 
with the State: 
a. The maximum vacation earned in any one fiscal year will be 
80 working hours, which is the equivalent of 10 normal 
working days, or two calendar weeks. 
b. Vacation entitlement is earned by regular, full time, 
budgeted 12 months' employees at the rate of one working 
day vacation entitlement for each full month of employ­
ment, but not to exceed 10 working days' vacation entitle­
ment during any one fiscal year. 
c. Wo vacation time may be taken until after six months of 
continuous employment. New employees, with employment 
starting on March 1 or thereafter, may, with the advance 
approval of the department head concerned and the execu­
tive officer, carry forward to the next fiscal year their 
accrued vacation entitlement. 
For employees with 15 or more years of continuous employment 
with the State: 
a. The maximum vacation earned in any one fiscal year will be 
10k working hours, which is the equivalent of 13 normal 
working days, or two normal working weeks plus 3 additional 
normal working days. 
b. Vacation entitlement in any particular year is earned at 
the rate of 1 l/l2 working days for each full month of 
employment. 
Subject to the limitations above, it is general policy that 
vacations are to be taken in the fiscal year in which the 
entitlement is earned, but unused vacations may be taken in 
the following fiscal year(s) provided: 
a. That this arrangement is approved in advance by the depart­
ment head concerned and by the executive officer. 
"b. That the maximum vacation which may he accumulated at any 
given time shall not exceed the entitlement for the pre­
ceding 2 fiscal years. 
It is not required that the total vacation he taken at any one 
time. Employees and their supervisors alike are expected to give 
consideration to maintaining efficient operations when scheduling 
vacations. 
For further reference, see Administrative Memorandum Wo. 55-21. 
Holidays 
The Appropriation Bill authorized the State legal holidays 
hut provides that educational institutions may adjust the actual 
observance of these holidays to permit most efficient operation. 
The Board has authorized the Chancellor to specify the annual 
holiday observance. This holiday schedule is issued each year 
in the form of a Chancellor's Circular Letter. 
B. Leaves of Absence (other than Annual Leave) 
1. Basic leave policy Is covered In Chapter III, Sections 8-9, 
Page 11, of the Rules and Regulations of the Texas Agricultural 
and Mechanical College System, which reads as follows: 
"Section 8. Leaves of Absence 
"a. Requests for leaves of absence with pay 
for more than thirty (30) days must he submitted 
to the Board of Directors for action. 
"b. Requests for leaves of absence without pay 
for more than (12) months must be submitted to the 
Board of Directors for action. 
"Section 9. Leaves Due to Illness 
"Leaves due to illness are authorized with pay to 
he allowed to the end of the month following the first 
regular meeting of the Board of Directors after the 
illness is incurred." 
Any questions from departments concerning the submissions for 
requests of leaves of absence with or without pay should be 
submitted through channels to the President's office. 
Specific leave policy is outlined in Administrative Orders, 
Memorandums, or Letters, as follows: 
a. Leaves of Absence With or Without Pay - Administrative 
Order Wo. l6. 
b. Leaves due to Illness - Administrative Order Wo. 16. 
c. Leaves of Absence for MLlitary Service 
(1) For Active Duty 
Administrative Order Wo. 16 and Administrative 
Jfemorandum Wo. 55-18. 
(2) For Training Duty 
The following is the pertinent portion quoted from 
Chancellor's Circular Letter Wo. 23, dated August 16, 
1956, Subject: "Military Leave": 
"1. Article 5769b-l provides that employees of the 
State of Texas shall be granted military leave 
of absence from their respective duties for train­
ing purposes without loss of time or efficiency 
rating or vacation time or salary on all days 
during which they are granted military leave. 
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This military leave is not to exceed 15 days per 
year. 
"2. This applies to 12 months' employees only and unless 
a staff member appears in budget as a 12 months' 
employee he is entitled to neither military leave 
nor vacation. In some instances members of the 
teaching staff who are 9 months' employees are 
employed by another part of the System for a 3 
months' period. While this constitutes 12 months' 
employment by parts of the System, it does not 
constitute a full-time 12 months' employee with 
reference to either vacation or military leave." 
PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
Office of the President 
Prairie View, Texas 
March 1, 1962 
MEMORANDUM 
TO: Deans 
Heads of Departments 
SUBJECT: Fiscal Regulations 
Attached is your copy of the Departmental Fiscal Regulations 
of Prairie View A. & M. College. These regulations are for your guid­
ance in fiscal requirements and are intended to enable the College as 
a whole to operate more efficiently. 
FISCAL REGULATIONS OF THE TEXAS A. & M. COLLEGE SYSTEM have 
been used as a basis for these Departmental Fiscal Regulations and 
they are in compliance with Senate Bill No. 1, 1st Called Session, 
57th Legislature. 
You will note that the regulations are arranged and numbered 
to facilitate deletions or additions from time to time. It is suggested 
that you keep this book close at hand for ready reference as all employees 
will be expected to follow the regulations. 
Please acknowledge receipt by inserting your name and date at 
the bottom of the second copy of this Memorandum and returning it to 
the Fiscal Office immediately. 
~T>p ̂  




PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
Office of the President 
Prairie View, Texas 
March 1, 1962 
MEMORANDUM 
TO: Deans 
Heads of Departments 
SUBJECT: Fiscal Regulations 
Attached is your copy of the Departmental Fiscal Regulations 
of Prairie View A. & M. College. These regulations are for your guid­
ance in fiscal requirements and are intended to enable the College as 
a whole to operate more efficiently. 
FISCAL REGULATIONS OF THE TEXAS A. & M. COLLEGE SYSTEM have 
been used as a basis for these Departmental Fiscal Regulations and 
they are in compliance with Senate Bill No. 1, 1st Called Session, 
57th Legislature. 
You will note that the regulations are arranged and numbered 
to facilitate deletions or additions from time to time. It is suggested 
that you keep this book close at hand for ready reference as all employees 
will be expected to follow the regulations. 
Please acknowledge receipt by inserting your name and date at 
the bottom of the second copy of this Memorandum and returning it to 
the Fiscal Office immediately. 
1/p ̂  




PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
Office of the President 
Prairie View, Texas 
February 10, 1964 
MEMORANDUM 
TO Deans 
Heads of Departments 
SUBJECT: Fiscal Regulation No. 64-9 
Attached is your copy of Fiscal Regulation No. 64-9 'wW-ck 
sets forth, for your guidance, information relating to accountability 
and responsibility for State Property. 
Please acknowledge receipt by inserting your name and date 
at the bottom of the second copy of this Memorandum and returning it 
to the Fiscal Office immediately. 




PRAIRIE VIEW AGRICULTURAL AND MECHANICAL COLLEGE 
February 10, I96L 
Departmental Fiscal Regulation 
Number: 6L-9 
Subject: ACCOUNTABILITY AND RESPONSIBILITY FOR STATE PROPERTY 
1. All employees are expected to be familiar with the provisions of 
H. B. No 7533 52nd Legislature, as amended, relating to account­
ability and responsibility for State-owned property. 
2. The above Act requires that a complete physical inventory of non-
consumable property be taken once a year by each State Agency. 
The State Comptroller has prescribed April 30th of each year as 
the inventory date for this Institution. 
3. Each agency head is responsible for the proper custody, care, 
maintenance, and safekeeping of the State property possessed by 
his agency. The College Business J&nager has been designated as 
the Property Manager and he is charged with the responsibility of 
maintaining the required records on all property possessed by 
Prairie View A&M College and is the custodian of all such property. 
b. Each department head of the College is entrusted with the property 
on the inventory of the account or accounts administered by him. 
The assignment of equipment to a department or the purchase of 
equipment from budgeted departmental funds does not give the depart­
ment title to the property, but only the use of it as long as it is 
necessary. The custody of equipment by a department shall not ex­
clude its use for other official purposes provided such second use 
shall not interfere with the efficient utilization of the equip­
ment by the department. The head of each department will be held 
accountable for the safekeeping of all movable equipment in his 
department. 
In keeping with this responsibility, an annual physical inventory 
will he taken by each department as of April 30th of each year. 
To facilitate the taking of the annual property inventory, an 
inventory listing will be furnished for each department on or 
before May 15th of each year which will include all property 
Paid For as of April 30- This list is to be used in taking an 
actual Physical Count of your property. Property Inventories are 
due in the Fiscal Office on or before June 1st of each year. 
Adjustments to inventories should be made throughout the year by 
lose of the following forms: 
Property Drop Form 
Property Transfer Form 
Property Sale and Trade-in-Form 
Lost or Stolen Property Report 
Your attention is called to the fact that all inventory deletions, 
unless authorized by the State Board of Control, must be submitted 
to the State Auditor for approval. Where agency property disappears 
as a result of failure on the part of the employee entrusted with 
the property to exercise reasonable care for its safekeeping such 
person shall be pecuniarly liable to the State for the loss 
sustained by the State. 
Consumable inventories will be taken as of August 31s't each year 
and submitted to the Fiscal Office by September 5th. 
Official clearance will not be given to any employee who has failed 
to comply with these regulations. 
EXHIBIT A 
AUTHORIZATIONS, LIMITATIONS, AND CLARIFICATIONS 
RELATING TO BUDGETS OF ALL PARTS OF THE 
TEXAS A&H UNIVERSITY SYSTEM FOR THE 
FISCAL YEAR BEGINNING 
SEPTEMBER 1, 1968 
CLARIFICATION OF SALARY ITEMS BY SOURCE OF FUNDS. 
As provided by Article IV, Sections 24 and 26a of the Special 
Provisions, House Bill No. 5, First Called Session, 60th 
Legislature, the approval of the itemized budget for each 
part of the System authorizes the total salary for each 
position. The Sources from which individual salaries are 
to be paid are for payroll purposes only and no restriction 
is intended with reference to changes between Sources of 
Funds. 
DEFINITION OF TERMS AS USED IN THE BUDGETS. The terms 
(1) "Personal Services," (2) "Other Expenses," and (3) "Capi­
tal Outlay," as used in the Budgets of the Parts of System 
have the following meanings: 
Personal Services - All salaries for positions listed in the 
budget plus such wages or unallocated salaries as are 
listed, including graduate and research assistants, teaching 
fellows, and lecturers. 
Other Expenses - All necessary operating expenses other 
than personal services, and capital outlay as set forth 
below. "Other Expenses" include professional fees, 
employees retirement matching, OASI matching, workmen s 
compensation insurance, consumable supplies and materials, 
postage, telephone and telegraph, utilities, repairs, travel, 
rents, insurance and bond expense, scholarships, payments 
of principal and interest on indebtedness, and merchandise 
purchased for resale. 
Capital Chit lav - Items of a nonconsumable or nonexpendable 
nature on which inventory control is maintained, including 
furniture equipment, machinery, motor vehicles, library 
and reference books purchased for library only, livestock, 
UndsnH^ro^ents thereto, building* end structure*. 
The budgets of the academic institutions have been 
rlllt" ** A With the "Elements of Institutional ^ ® ?ftJ° H1? defJ°®d and designated by the Legislative 
and Executive Budget Offices and in accordance with the 
appropriations to the institutions as outlined in Section 
IV, House Bill No. 5, First Called Session, 60th Legisla-
r̂e" j t̂ ie Intent of the Board that expenditures of 
the budgeted amounts and the reporting thereof be in 
accordance with the above mentioned "Elements of 
Institutional Costs." 
AUTHORITY TO HAKE CERTAIN TRANSFERS OF UNFILLED POSITIONS. 
The three Presidents and the Director of the Texas Forest 
Service are authorized, with the approval of the President 
of the System: 
(1) to transfer any unfilled teaching position autho­
rized in the budget from any one instructional 
department to any other instructional department. 
(2) to transfer any unfilled nonteaching position from 
any department, or account, to any other depart­
ment, or account. 
For The Texas A&M University System Offices, this authority 
is vested in the President. 
AUTHORITY TO CREATE ADDITIONAL POSITIONS AND INCREASE 
OPERATING BUDGETS. The three Presidents and the Director 
of the Texas Forest Service, with the approval of the 
President of the System, are authorized to use the funds 
from unfilled salary positions, from other salary or wage 
savings, from savings in amounts budgeted for "Other 
Expenses" as outlined in paragraph 5 below, from balances 
brought forward, from fund transfers, from income in excess 
of the budget estimate, or from funds budgeted for 
unallocated salaries or reserves, to create additional 
positions and to increase operating budgets beyond the 
amount stipulated in the approved budget when it is to the 
best interest of the System. For The Texas AH! University 
System Offices, this authority is vested in the President. 
New positions involving a monthly salary rate <*$150° or 
more shall be submitted to the Board of Directors for 
mation. 
5. AUTHORITY TO TRANSFER BETWEEN PERSONAL SERVICES. OTHER 
EXPENSES» AND CAPITAL OUTLAY. It is the intent that as 
nearly as practicable expenditures be made in accordance 
with budgeted categories of "Personal Services," "Other 
Expenses," and "Capital Outlay" and in accordance with 
the justifications for each on which the approval of the 
budgets is based. However, when changing conditions make 
it to the best interest of the system, the three Presidents 
and the Director of the Texas Forest Service are authorized 
to transfer savings in amounts budgeted for "Personal 
Services," whether arising from unfilled salary positions 
or other salary or wage savings, to "Other Expenses" or 
"Capital Outlay." Savings in the amounts budgeted for 
"Other Expenses" and unused for the purposes for which 
budgeted may be used to create additional positions and 
increase budgeted salaries or wages as outlined in para­
graph 4, on the previous page. Such transfers are 
authorised only within the fund groups in which the savings 
or unused budgeted amounts occur. 
The above authorization is subject to the limitations 
contained in Section 20, Article IV, of House Bill No. 
No. 5, First Called Session, 60th Legislature. 
6. AUTHORITY TO TRANSFER LINE ITEMS OF APPROPRIATIONS. 
The three Presidents and the Director of the Texas 
Forest Service, with the approval of the President of 
the System, are authorized to transfer between line 
items of appropriations as set forth in House Bill No. 5, 
First Called Session, 60th Legislature, when such transfers 
are consistent with economical operations and subject to th 
limitations contained in Sections 20 and 21 of Article IV 
of said House Bill. Such transfer requests shall be 
submitted to the Comptroller of The Texas A&M University 
System who will submit the requests to the State 
Comptroller. For The Texas A&M University System, 
this authority is vested in the President. 
7. AUTHORITY TO REVISE BUDGETS. The three Presidents and 
the Director of the Texas Forest Service are authorized 
to revise the budgets for any department or account, 
subject to the limitations set forth in paragraphs 
4, 5, and 6, above, to meet unforeseen emergencies 
provided that any revisions shall be within the total 
funds available and approved for such purpose, anterfirise, 
activity, or service, and further provided that any decrease 
in the amounts budgeted for "Capital Outlay" shall be 
subject to the approval of the President of the System. For 
The Texas A&M University System offices, this authority is 
vested in the President. 
8. AUTHORITY FOR TEACHING STAFF TO DO EXTENSION CENTER TEACHING, 
The three Presidents are authorized to permit members of 
their teaching staff to perform services in connection with 
correspondence courses and/or extension center teaching 
where it will not interfere with their regular work and, 
with the approval of the President of the System, are 
authorized to supplement their salaries for such additional 
services from funds derived from such courses. Such 
supplements shall not exceed the limitation contained in 
Section 24c, Article IV, House Bill No. 5, First Called 
Session, 60th Legislature, and shall, in no event, exceed 
25 per cent of the regular salary. 
9. ADDITIONAL COMPENSATION FOR EXTRA TEACHING AFTER REGULAR 
HOURS. Additional compensation shall not be paid full-
time staff members for extra resident work, except for 
extra teaching after regular hours and then only with the 
advance written consent of the President of the respective 
institution approved by the President of the System. 
10. AUTHORITY TO ALLOCATE SALES AND SERVICES. FEDERAL GRANT 
FUNDS. AND GIFTS AND GRANTS IN EXCESS OF BUDGET ESTIMATES. 
The three Presidents and the Director of the Texas Forest 
Service are authorised to allocate to the respective 
budgets all income from Sales and Services, Federal Funds, 
Gifts and Grants, and other miscellaneous sources, in 
excess of the budget estimate. 
11. AUTHORITY TO EXPEND FUNDS FOR BUILDING REPAIRS AND 
IMPROVEMENTS. The chief executive officer of each part of 
the System, with the approval of the President of the System 
and subject to the provisions of Section 36, Article IV, 
House Bill No. 5, First Called Session, 60th Legislature, 
is authorized to expend not in excess of $50,000 for any 
one construction project for repairs, building or other 
improvements, or additions thereto provided that any request 
for such expenditures shall be submitted in accordance with 
the Construction Procedures Manual" of the System, and fur­
ther provided that such expenditures for buildings or other 
improvements or additions thereto may be made only from 
funds budgeted for 'Capital Outlay" or hereafter authorized 
to be transferred to that category. 
12 • AUTHORITY FOR CERTAIN PARTS OF THE SYSTEM TO ENTER INTO 
AGREEMENT WITH THE STATE BOARD OF EDUCATION. The Presidents 
of the System, are hereby authorized to enter into agree­
ments for their respective Parts of The Texas A&M Univer­
sity A&M University System, with the State Board of Educa­
tion, to utilize the public schools in providing practice 
teaching training for college undergraduate vocational stu­
dents as provided in Section 29, Article IV, House Bill 
No. 5, First Called Session, 60th Legislature. 
13. AUTHORITY TO DISPOSE OF SURPLUS PROPERTY. FARM AND LABORA­
TORY PRODUCTS. INCLUDING LIVESTOCK AND LABOR INCIDENTAL 
THERETO. The three Presidents and the Director of the 
Texas Forest Service are authorized to sell in an orderly 
manner, without unduly competing with private enterprises, 
all surplus farm and laboratory products, materials, equip­
ment, crops, and minor structures and other improvements; 
provided: 
(1) no surplus or obsolete equipment, minor buildings 
or other improvements with an inventory value in 
excess of $500.00 shall be sold without the 
advance approval of the President of the System 
and no such property with an inventory value of 
$500.00 or less shall be sold without the 
advance approval of the System Comptroller; 
(2) no property (other than equipment, buildings, 
and improvements, which shall be sold in 
accordance with paragraph (1) above) with a 
value in excess of $2,500.00, shall be sold 
without the advance approval of the System 
Comptroller; 
(3) an itemized report of all sales in excess of 
$500.00 shall be made at the end of each fiscal 
year through the System Comptroller to the 
Board of Directors for confirmation. 
All sales, except those such as utilities which cannot be 
pre-determined and which shall be paid monthly, shall be 
cash or bankable equivalent and the income from such sales, 
with the exception of those made by the Texas Agricultural 
Experiment Station which must, in compliance with Title 4, 
Chapter 8, Article 136 of the Revised Civil Statutes, be 
expended at the particular unit where they accrue, may be 
allocated for the purposes authorized in Section 10 hereof, 
subject to applicable law and the rules and regulations of 
the System. 
14. APPROVAL OF BALANCES OH HAND AUGUST 31, 1968 CARRIED TO 
1968-69. Authority is hereby granted to carry forward 
to the fiscal year 1968-69 all Balances Reserved for 
Outstanding Orders and Contracts as at August 31, 1968 for 
(1) Educational and General Purposes for the three general 
academic institutions, and (2) Administrative and General 
Purposes for The Texas A&M University System Offices and 
Departments. 
All unexpended balances in appropriations heretofore made 
for Extension of Physical Plants (Plant Funds) are hereby 
reappropriated for the purposes stated in the original 
appropriation. 
All estimated unexpended balances of the Services of the 
System and funds of the general academic institutions other 
than Educational and General Funds, at the close of the 
1967-68 fiscal year are included in the budgets for the 
ensuing fiscal year. Authority is granted to carry the 
actual balances a3 of August 31, 1968 forward to the fiscal 
year 1968-69. 
For the Organized Activities related to Educational Depart­
ments of the academic institutions of the System, authority 
is hereby given to carry forward the unencumbered balances 
of August 31, 1968; provided, however, that these balances 
which are not specifically concerned shall not be budgeted 
or expended without the prior approval of the President of 
the System, and further provided that prior to being 
forwarded such balances be adjusted to reflect over-
realization or under-realisation of estimated income 
from sales. 
15. STUDENT NURSE STIPEND - PRAIRIE VIEIJ A. AND M. COLLEGE. 
The President of Prairie View A. and M. College is authori­
zed to approve the monthly stipends to student nurses in 
training. For student nurses at Prairie View, the monthly 
charge for room, board, and laundry. For other student 
nurses, the monthly stipend shall not exceed $30.00 per 
month. The amount of $36,960.00 for Student Nurse Stipends 
at Prairie View A. and M. College, as appropriated by the 
First Called Session, 60th Legislature, in House Bill 
No. 5, shall not be exceeded. 
